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MICROFILMING 


One of OCD's problems was that of keeping the Library 
operating at a maximum peak of efficiency. The Intellofax System 
had made available a greater volume of library document references to a 
larger volume of requesters than had ever before been possible, The increased 
output of the System had pateliad in a corresponding increase in requests 
for the documentary materials referenced. In wishing to offer maxinum 
Library services to all offices, the Library was faced with the d&lémna 
of coalescing two variations in point of view as to these services. On 
the one hand some of the Library users insisted on an inviolate 
set of documents in the Library at all times. On the other hand, some 
insisted on the availability of library materials to their 
respective offices upon demands In answering the criticism ofarr-ORR, . 
analyst /as. to the unavailability of certain document dy Becker wrote? 
t We clearly recognize the need for ensuring the availabi}ity 

of a master set of documents; however, keeping an original document 

collection poses problems of filing, space, circulation and reference 

which are almost overwhelming." 7 | 

‘Tn March 1950 the Tdbrary began experimenting with a microfilm 
ye int bd b AEs sate -: a bel (a5 | 
A 4 ene d pots procedure a iv $951 it dd, crofilm single copy naitanals 
| ca tlrasy BM told Andrews that the -oblan was urgent and he proposed that the 
rie s) ldbrary microfilm all (underlining AW's) incoming documents » keeping a 
ut Woln copy of the document as webth as the microfilm. The latter would be available 
Yo a 4 ') at all times both for viewing purposes ana dor reproduction in cases where 
f the requester wished to retain a copys 76/ppt4in/6p/ Becker estimated that 


9 people would be needed for a Microfilm Section in the n_order to 


Telos 
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obtain optimum s ervices aeeetrel> 
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With 617,562 intelligence sae a on file in the 
Library by September 1950, space had become a serious probleme 
There was no doubt in anyone's mind that microfilming was urgently 
needed, The “Machine Division and the Library worked closely to develop 


the best sort of system to solve the Library problem. In January 1951 


ee 


; oe wae” 
wherein microfilm was mounted into an IBM aperture card. This system 


allowed each document that was microfilmed to become a separate entity 
in itself and not just part of a reel as was generally the case 


in most. microfilm applications up to that tims. 


On 28 November 1951 OCD pie the Project Review 


Committee phat the Library prepesed=to microfilm all 


intelligence Preniee 16 mm film 4 echnical foal. 


then at hand was to develop a microfilm processor which, in conjunction 
with the Intellofax equipment, would ensure that the library could give to 
the analyst the £Ap¢7¢4/p¥/documents which he asked fore He reported on the 
status of the project for microfilming documents, with the following 
equipment either on hand or mon to be deliverede He expected the project 
to start experimentally in January 195lie 
2 microfilm cameras for the purpose of making initial micro» 
film reels covering ¢1] incoming documents; 3 Diebold film 
processors were available for use in connectiony with the camerase 
A Microtonics Film Printer had been ordered for cbpying the 
original reels. The copy so produced would be cut up iff¢/ 
so that the frames could be placed in IBM window punchcardsy 


while the @riginal reels would be placed in the Vita 
Documents Repository 


The IBM window punchcards were available = 
Excluded from automatic 
downgrading and 
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Research and testing_ continued throughout 1951, 1952 
and 1953, At a CIA Bilget hearing in 1953 a re Andrews stated that 
ties Matas Dette t prime job was to keep pace with new 
developments all over the country but that the most important 
research then at hand was to develop a microfilm processor that, 
in conjunction with the Intellofax equipment, would ensure that t he 
Library would give toe the analyst the eucicixs whieh he asked fore 
Microf ef incoming documents began officially 
in March 195hJ’The following equipment’ had-beentrdered-and was 
Attell Ind D Canby 
on_hands two, microfilm cameras for the purpose of making 
initial microfilm reels, three Diebeld film processors, 
one Micretonies Film Printer for copying the original reels, 
(one copy of the reel was placed in the Vital Documents Repository), 
: ’ . three Filnsort 
‘*mountera™ to cut the microfilm reels and install tae eda vem ? 
the aperture cardajt' one Photostat ie to oe positive ited) 


prints from the ees 3 oer 
The aperture card ‘was a punch card which had information identifying 


the microfilmed document printed across the tep and 16mm, film images 

of an intellofaxed deument mounted in apertures (openingag on the right» 
hand sidoy, Aperture cards varied in that a single aperture might 
contain one, two, three or four apertures, Each aperture contained 

a maximum ef two film images, each image being ene page ef a dormmert.. 


The basic prunes of microfilming documents did not change 

materially until 1968 when 35mm film replaced lémm for the 

preparation of aperture cards. 

* Detailed procedures fem were outlined in "Reference Aid on i 
Machine Support Service" hB/ (CIA/CR 25=3, December 1959 


subs Reference Aid en Machine Support Services. in CRS 
Historical Files, 


Approved Forties ARCS Gs CADP ER ae ae ORBEA TE BNes 22 Oct 53 Se 


At no expense te the Agency, but at OCD!g suggestion, the 
pre ad 
Approved FERPA 0052 RENO ANUANIER, of 5 new machine 
to reproduee prints £49 of microfilm negatives munted in IBM~Filmsort 
(aperture) cards. BecaUse no other machine existed at that time which 
could perform the necessary task for OCD!s microfilm project, Di, 
Andrews requested gf an expeditious procurement of th e automatic 
one-step reproduction equipment at a cost of approximately $3,950. 


ThisPhotostat Expediter (later stx-were on-hand) was the basie 


equipment + for--copying documents and aperture cardg.s 
‘ ee 


Sede 


| 


Memo, AD/CD te Chief, Contracts Branch, P & 50, 20 Ney 53, subs 


Request for Purchasr ef Photostat Copy-Card Filmsort Type Machine, Ce 
(in Chrono 53 58m 8/ 5) Eteded fee <ieit 
SECRET pica fogs 


Approved For Release 2001/08/01 CIA-RBP 84-60951R060300040018-8. 


m Approved For Release 2001/08/01 Cie BR idsP0951R000300040018-8 


Mirrofilming--page 3 


3 Filmsort "mounters" t&@ cut the microfilm reels 
and install the frames in the window cards had been 
ordered, Delivery was expected shertiy,; /ovent=" 

A Photostat Printer~Processor had been desivned and built in 
pilot model (at no cost to CIA for development ) This 


machine would enable OCD to make positive prints from 
the microfilm frames in the window cardse 


eal The agkuaat- microfilming of tneemine documents began 
Koes “19%. Ths Ineoninaereperte-were—microfilmed immediately 
upon Seveipt, Each aperture card contained 8 frames, representing 
8 pages of a document. The first series of doounents to be 
microfilmed were the State Department reports. This was followed 
by Air Force eres ozalid form to be returned to Air Fapce) 
in April, Army and Navy reports in July, and the last segment= CIA 


reports in September 196), The aperture cards were filed in the 
Circulation Branch of the Library by control number assigned to the documente 


With full seale microfilming in effect, the Library and 
the Machine Division spon decided late in 195) not to microfilm 
NODEX documents because their contents did not warrant indexing. 
Tn April/May 195§ this decision was amended so that microfilming would occur only 
for those NODEXES which were single copy, required further routing, 


@ contained enclosures,, or were of CIA origing thus ensuring an 


inviolate copy in the Librarye 
or Batch 
In the step-by=step processing, procedures established for the 


wk P — 
flow of, documents ty phe /TKE/BAL EK /AS dee, microfilming occurred 
after indexing, so that NODEX determinations could be mades d 


GROUP 1 
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This had one big disadvantage in that the microfilm of the document 
other 
was not in file until after all processing had been completed. 


became 
Print service from the aperture file was the responsibility 


of the Circulatién Brarch of the Librarye Pyffiis/#¥4/ There 


were a number of didcussions by OCD managemenitt whether this 


operation should revert to the sigan Division » but the L precy 
cna L 


|ranee por meokentead 
4 Zs wished to keep the ae Pad Any mec¢hdyi¢g 7 peoblems connected 
aperture frre © #*' Sy SMA 

ap /cok A with the meehiaed were the scsponaibility of the Machine Division, such 
ys wos 

Apun vik pad as experimenting with improved aperture card positichers for Filmsort 

3 * 91 iv viewersgand with methods of printing documents from the microfilm 

iW 3 
= 3 A viewers. 
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Conf (Memo from MS Ex/OCD to C/MMD re subject ) 11 April 53 
in Folder "Chrono 1952=53 Box 58=98/6 


When prepafing the revision of this memo, [think it advisable that 
you meet with the Library to be sure that the "technical processing" 
decisions which are made are entirely compatible with the "service" . 
requirements of the Ref, and Cir. Branches 
I suggest the final paper be organized as follows: 

Part I, Technical Processes (to be written by MMD) 

Part II Libs Services and Files (by Ly) 


Part III.- Space and Personnel Adjustmenrs (by Adming) 


GROUP 1? 
Excluded from automatic 


downgrading and 
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MICROFILMING /F> 3 
Box 59=875/1 
(In folder "Topics to be discussed in CIA Budget Hearing Thurse Oct. 22, 1953) 


What is the latest status of the project for microfilming batch documents? 


Status: 
2 microfilm cameras for purpose of making initial microfilm reels 
covering all incoming documents 3 3 Diebold -film processors 
are available for use in connection with these cameras 


& Microtronics Film Printer has been ordered for copying the original 
reels, The copy so produced will be cut up so that the frames 
may be placed in IBM window punchcards, while the original 
reels will be placed in the Vital Documents Repository for preserva. 


The IBM window punchcards are available. 


/ 3 Filmsort "mounter" to cut the microfilm reels and install the frames 
\ in the window cards, have been ordered. Delivery expected in 2 weeks 


A Photostat Printer-Processor has been designed and built in pilot 
model (at no cost £o CIA for development) This machine will 
enable us to make positive prints from the microfilm frames 
in the window cards. The pilot model works well, amd requires only 
minor adjustments before delivery in Nov. or Dec, 

Expect to make experimental start on project in Jan 195h. 
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March 1958 ull 
cr by i on. his complaints of the 


Intellofax System (27 March 51)3 Answer § April 1951 
(In Folder CIA Idbrary 199-1951 Box 58~98/1) 


"Availability of documents: This problem has received detailed 
consideration in the Library. We clearly recognize the need for 
ensuring the availahility @f a master set of documents; however, 

j keeping an original document collection poses problems of filing, 
' dpace, circulation, and reference which afe almost overwhelmibge 
Therefore, in March 1950 we began experimenting with a microfilm 
and print procedure which would guarantee that every document 
received in the OCD Batch System would be permanently on file. O/RR and 
obher operating offices in CIA have given their |:aencurmence to thid radical 


change in procedure and GieuaPnated that we|wiiwawble to start 
microfilming the single~copy material immediately.' 
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MICROFILMING 


dateth 5 October 1951 Memo from Dr. Andrews to AD/OIC (in Folder CIA Library 
199—5L6 Box 5898/1) 


2 "The Library proposed that it microfilm all intelligence documents 
i currently received, keeping a copy of the document as well as 
of the microfilm, The document itdelf will be a Reference Copy, 
available on loan for a period not toexceed 1 week, The microfilm 
would be available ay all times both for viewing purposes, as well 
as for reproduction in such cases where the requester wishes to 
retain a copye 
To obtain this offdyhi type of optimum service, the CIA ly 
/ estaimates the following additions to its current 7/0: 
3e 9 people for a Microfilm Section topped by a GS=7 
The problen as presented is urgent and is a continufing one. 
1. The CIA Library wishes to offer maximum library services to 
all offices. It is now faced with the Siitemma of coalescing 
two variations in point of view as to these services. On the one 
hand some of the library users insist on an inviolate set of documents 
in the Librany at all times. On the other hand, some insist 
on the availability of library materials to their respective offices 
upon demand, Bhese conflicting views now reach the Office level. 
To resolve the problem requires a decision from your Office 


based on coordinated Agency opinions 


doom vxpalld by buh - ih els] ca Eesonbnsvdhden $ D gs Go wry Hrvieg,' 


Need to microfilm: Plans to microfilm documents acquired by the CIA Library in order to 
conserve space and to supply #¢dvédét/ reproduction copies on meer’ without the 
delay of tracing and recalling the file copied that are_o ton. 


Excluded from automatic 


downgrading and 
declassification 
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(see Folder "Chrono 1952-53" 
FTLMSORT 58~98/6) 


Conf Memo from Andrews to Chief, Contracts Branch, P & SO 20 Nov 53 


odequest for Purchase af Photostat Copy-Card Filmsort type Machine if 
RE ndstook the development of a new aeehine 

to reproduce prints of microfilm negatives mounted in IBM-Filmsort cagd,. 

We understand that this particular automatic one-step reproduction equipment 
will be ready in mid<November,. No other machine exists that can perform 


this necessary task for the advanced OCD microfilm projecte 


Secret Projects to be Undertaken within the Year 27 Jan 53 (Folder "Chrono 52-53! 
Memo frog AD/CD to AD's all over agency one 
a 


The MD expects to cbtain from the a printing and 


processing machine to produce immediate prints from 5 x 8" cards, 
and e printing and processing machine to produce 5't x 84" prints from 


16mm film contained in IBM aperture cards (prints to be produced in 


hS seconds or less) 
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NEED FOR MICROFILMING 
(in Folder marked Historical Extra Copies 
Office of Collection and Dissemination Prepared by Andrews 
August 195) for the Clark Committee) Box 59~875/1 


Good as it is, the Intellofax System is imcapable of solving 
some reference problems which are always before use The library could 
not possibly file multiple copies of every report on the chance that 
several might some day be needed, and a good many of the important records are 
only received in single copy anyhow. 
Machine Div and the Library are now working of a system which ds 
Pe 16/17 expected to solve this problem. A}1 incoming reports will be microfilmed 
immediately upon receipt, andthe separate microfilm frames will be 
mounted in IBM punch sards. Each card will contain 8 frames, comprising 
a leader frame containing the same info that is now printed on the fax cards, 
and 7 other frames representing 7 pages of an intel. repye 


GROUP 1 
Excluded from automatic 


downgrading and 
(chikertetieeescs declotsification 
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Microfilming 
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A screening cammittee cof librarians and machine people 


the intake point and to work up proper procedurese The first 
docunents aga, Sa Department despatches, These were 
followed ane Force reports (from an original ozalid copy, which 
had to be returned to the Air Force within 18 hours) tn-dprits by 
Army and Navy reports in Julys and by the last segment=-CIA reportse 
in September. | 


The aperture cards were filed in the Circulation 
Branch of the Library by control number assigned to the 
documents 35mmg reel filmwas used for documents over 50 pages 
in length. Bulky and oversized documents were not microfilmed. 
The remainder of the documents were photographed on 16mm film, 
(See page 6 for microfilm designators of control mmbers on 
somyee cards.) 

ot fullescale microfilming in effect, the 
library and ne Mah iis Biyinker secon decided labe in 195) not 
microfilm NODEX documents because their contents did not meet 
indexing standmids. In April 1955 this decision was amended so 
the microfilming would occur only for tho#e NODEXES that were 
Single copy, required further routing, contained enclosures or 
were of CIA origing thus ensuring an inviokate copy in the Librarye 
In the step-by-step processing or batch procedures 

established for the flow of most documents, microfilming occurred 


after indexing, go that NODEX determination could be made firste 
uk BANAL ALtRG 


Approved For hfekad 2308 bso Hleadvapparnoias theboveponberetsim of the document 


was not on file until after all cther protessing had been completed. 
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Microfilming 


Print service fromthe aperture film became the responsibility 
of the Cireulation Branche ae equipment developments or preblems 
were the responsibility of in tebe Stet such as experimenting 
with improved aperture card positioners for Filmsort viewers and 
with methods of printing decuments from the microfilm viewers. 


With the inauguration of the complete microfilming programy 


the Mehine Division was given permission through an inter-agency 
Ih paved Lacs Bapertn( NSG) 
agreement to furnish NSA with a film copy of all material 


received and microfilmed by OCD. 


Sed, 
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